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Definitions

Definitions are primarily to assist the user in understanding Digital Archive-specific terminology.
One example is the definition of “DJVU.” For many, “Deja Vu” is that weird feeling one gets
when something seems familiar when it shouldn’t. But in the Digital Archives world, it specifies a
browser used by Digital Archives to view certain types of image files. A more comprehensive
glossary of Digital Archivist terms can be found at http://www.archivists.org/glossary/index.asp.

WADA

Washington State Digital Archives

Field

A space allocated for a specific item of information (also called a cell).
Fields have certain types of characteristics associated with them, such
as the type of information it contains. This information can be numbers,
text, currency, images, etc.

Record

A collection of fields, containing elements of related information. For
example, a record of a person’s information can contain their first name,
last name, title, etc.

Metadata

Simply means information about data. Each field within a record has a
name, which describes that field. A field called “FirstName” would
(hopefully!) contain the first name of a person. The data type (number,
text, etc.) is also information about that field.

JPEG

An acronym for “Joint Photographic Experts Group.” JPEG is the most
common image format used by digital cameras and other photographic
image capture devices and is the most common format for storing and
transmitting photographic images on the World Wide Web. It is also
abbreviated as JPG.

TIFF

An acronym for "Tagged Image File Format." TIFF is another file format
for storing images, including photographs and line art. The TIFF format
is widely supported by image-manipulation applications, by publishing
and page layout applications, by scanning, faxing, word processing and
optical character recognition.

DJVU

A digital document format with advanced compression technology and
high performance value, used by the Digital Archives for presentation of
images. DJVU allows for the distribution on the Internet and on DVD of
very high resolution images of scanned documents, digital documents,
and photographs. DJVU viewers are available for the web browser, the
desktop, and PDA devices.

Record Series

A specific collection of related documents. For example, all marriage
records, regardless of county or year, are grouped together as a set.
Searches can be done to find specific counties, years and names. The
same would apply to birth records, death records, etc. Military records
would be grouped regardless of year, branch of service or county.
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However, once again, refined searches can be performed to find specific
individuals.

Title

A sub-grouping of information within a record series; such as Birth
Records (series), Spokane County 1900-1910 (Title).

Index Fields

Specific fields that are entered into the database to identify the record
information. For example, from an image of a birth certificate,
information is manually entered into the database; possibly consisting of
date of birth, county, city, mother, father, etc. Some information is not
consistent from county to county, or even from birth certificate to birth
certificate. Staff does their best to decipher and enter as much
information as possible from each document.

Partner

An entity external to the Office of the Secretary of State. Usually another
governmental entity, such as a municipality or a county. Private entities
are also accepted on a case-by-case basis. An example of a private
entity is the geneology data sent from the Church of Jesus Christ, Latter
Day Saints.

User

Anyone who uses the Digital Archives web sites and applications for
searching the digital archives.

People Search

A People Search allows the user to search all records in our collection
having index fields that are name-based. The user can also select a
particular record series from a drop-down list to narrow the search to
one type of record (marriage, census, etc).

Keyword Search

A Keyword Search allows the user to search on all other records in our

collection that are NOT name-based. The keyword field allows the user
to enter one or more terms to locate records which contain these words.
The user can also select a particular record series from a drop-down list
to narrow the search to one type of record (marriage, census, etc).

Detailed Search

A Detailed Search allows the user to select one record series and
search on additional fields that are pertinent only to that record series.
The user can also select a particular record series from a drop-down list
to narrow the search to one type of record (marriage, census, etc).
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Professional License Record Series
Definition
What is the Professional License Record Series and what can you find in it?

In the State of Washington, County Auditors are “recording officers” (RCW 65.04.015 (1))
and “custodians of records” (RCW 65.04.140). The Revised Code of Washington (RCW)
Title 65 requires the recording of legal documents. These recordings include license records
which consist of, but are not limited to, the following:

¢ Amusement device location,
e process server,

e pawnbroker,

e peddler,

e kennel and

e dance hall licenses.

Purpose

The purpose of this manual is to provide users with specific instructions in order to
successfully search and obtain records from within the Professional License Record Series.

Dependencies

One of the following browsers must be installed and configured properly in order to access
the Professional License Record Series from the Digital Archives website:

e Internet Explorer 6.0 or 7.0
e Firefox 2.0 or 3.0

o Safari 3.2

e Opera9.27

In addition to the above browsers, Lizardtech DJVU is an optional browser that may be
installed to view images within a record of the Professional License Record Series. Users
will be unable to view any images unless the DJVU browser is installed. DJVU can be
downloaded at http://www.celartem.com/en/download/
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The Menu Bar

Throughout the Washington State Digital Archives website, you will see the “Menu Bar.” This
menu allows you to go to certain pages within the Digital Archives site to get more information,
find helpful links and to further explain some functions of the Digital Archives. This section is
meant to help you gain a better understanding of our site and make your time spent researching
more enjoyable and more profitable.

There’s No Place Like Home...

Clicking on the “Digital Archives Home” menu link will bring you back to the opening search
page, “People Search” tab with no record series selected. Kind of like home base; so you
always have a clean starting point no matter where in the site you may go.

”Was’h&ngton State

| Dlgltal Archlvcs

Digital Archives Home

SEARCH THE DIGITAL ARCHIVES FEATURED LINKS

Browsable Collection:

PEOFLE SEARCH KEYWORD SEARCH DETAILED SEARCH “Tha & M Kandrick Collactian

Record Series: |AII Betard Serise j »Seargh Help Photographic Collection
RISt G Eakn Browsable Collection:

First Mame: I 'House of Representatives Committee

Meeting Recardings Audio Recordings'

Last Mame: |

Browsable Collection:
‘Spokane City Planning Department
ExXPO'74 Photographic Collection'

Total Records Preserved Cnline: 83,386,734
Total Records Searchable Online: 65,471,738

Top 10 Treasures

Archived Website:

Digital Archives Home page
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Looking for Something?...

This is the “Simple Search” option. You can either use the tabs for selecting the type of
search to perform, or you can use the menu bar. The menu bar is always visible on all
pages, which allows you to go back to a new search at any time. To use the tabs, you need
to be on the “Digital Archives Home” page.

You access the drop down lists from the menu bar by placing your mouse cursor (the arrow)
over the main menu bar title. If there is a list associated with that menu item, it will
automatically drop down, allowing you to select from it by clicking on the specific item.

‘“Wasﬂungton State
y Digital Arch:vcs

SEARCH THE DIGITAL ARCHIVES FEATURED LINKS

Browsable Collection:
PEOPLE SEARCH KEYWORD SEARCH DETAILED SEARCH “The & M Kendrick collection

Record Series: |A|| Recaord Seties «| »Search Help Photagraphic Callection

; »Detailed Search Browsable Collection:
First Narme: I ‘House of Representatives Committes
Meeting Recordings Audio Recordings'

Last Mame: |
Browsable Collection:

‘Spokane City Planning Department
ExPC'74 Photographic Caollection'

Total Records Preserved Online: 83,386,734 Top 10 Treasures

Total Records Searchable Online: 65,471,738
Archived Website:

Search — Simple Search
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To perform a “Detailed Search,” select a record series from the “Record Series” drop down
list. This will determine what other fields you can search by. After selecting the appropriate
record series, the fields under that drop down list will change to allow selecting from other
drop down lists and/or typing directly into text boxes. Once all of your selection criteria is
entered, click the “Search” button and you're off and running! Or more accurately, “off and
researching!”

"“"Was%:ngton State
D1g1ta1 Archlves

Detailed Search

Search Options

Record Series: |Se|ect Record Seties j Have a research question?
Ask An Archivist!
County: I All Counties - 'l
Title: [ Titles - 7|

Search Results

Search — Detailed Search
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Everyone needs a little help on occasion, so we’ve included “Search Help” to guide you
through some of the basics about searching the Digital Archives site.

Was:h ngton State
Dlgltal Archlves

Search Help

Several searches are available to help you find information in the Digital Archives.
Each search is suited for different needs,

People Search

# People Search allows researchers to search ALL records in our collection that have index
fields that are name based

» Or researchers can select a particular record series from the drop down list to narrow the
search to ane type of record (marriage, census, etc)

Tip: if you are uncertain of the first name, enter the first letter or leave it blank.

Example: To search on any records for James White, enter James (or 1) for the first name and
Wrhite for the Last Marne, click search. If you are looking specifically for census records, select
Census from the drop down ||st first and click search.

uDlglt 1 AthxveS‘h

\E:#\” fives £30

Digital Arctives Hame. Serets Callarion Hlaws #Rasards lsnagemn Abnot Us Vigw Car Uy Hesnnt Saapchies

Digital Archives Home

SEARCH THE IGHTAL ANGHUES

FEOPLE SEARCH  ADDTTIONAL RECORDNSERIES.  DETAILED SEARCH

] *E=orh Helo

#Dmtpiled Smarch

Fecard Seoes |4 Record Senes

First Hame:
Last Hame:

Keyword Search

Search — Search Help

Detailed Search Help

For detailed search help for a specific
record series, you may download the user
manual belaw

®» Corporations Records

< POF (700KBY

o waord (3,987KB)
e Minute Records

< PDF (705KBY

0 Word (2 571KBY
# Resolution Records

O PDF (951KB)

o Waord (2, 841KB)
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What is There to See?

“I need to find out if my Great Uncle Harry has any record of...” So you want to discover if
Great Uncle Harry has any past in Washington State? Be careful! You may find him in the
“Frontier Justice” record series as having had some “contact” with law enforcement. Or you
may find that he really was Mayor of Adna. Or you may find that he served in World War 1,
but never mentioned it.

Home = Where to Start

Where to start

Where to Start

The easiest way to start loaking for information in the Digital Archives is to use the surname
search on the home page. Simply enter in the name you are looking for, the records series {or
type of record) that you want to search on. Simple Mame searches will look through the
metadata (the data about the data) captured with each recard.

If vou are conducting a more focused search, you can use the detailed search. This will allow
you to perform a more specific search based on the records series that you select. For
example, if you select a detailed marriage records search, you will be able to enter in the
name of the bride and/or groom, along with county they were married in and the date
married. As more collections are brought into the Digital Archives, the number of detailed
searches will grow and the more complex searches you will be able to perform.

Collections — Where to Start
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“Ah, yes... you want a copy of that?” As with many things historical, to get a copy might cost
something. But our fees are very reasonable. The Digital Archives also offers research
services if you’re not sure how to begin. We can either point you in the right direction or, for
a fee, look for the information for you.

ashington State

Digital Archives

e ———

Home = Fee Schedule

Fee Schedule

Basic Access Policy:

There is no charge for the retrieval of public records for research and inspection. However, the
Division of Archives may charge a fee for research services beyond a minimurm of 15 rinutes.
Research service fees may be waived if the time necessary to do the research is minimal,
(less than 15 minutes). Research is defined as the collection, assembly or extraction of data or
information from records, or the analysis of information to provide a report.

The ability of the Archives to provide research services may be limited, depending on staffing
levels and workload. In such cases, patrons may be referred to an independent researcher for
assistance.

Fees and Charges:

Research Services; $30.00 per hour {$15.00 minirmum)
Copies:
Paper Copies {up to 11" x 17", B/W $ 0.25 per page
Cversize Copies $ 5.00 per square foot
Photography:
Color and Black & White Prints Cuost plus handling fee {contact individual repository for details)
Copy Megatives Cast plus handling fee (contact individual repository for details)
Scanning Services:
Flathed Scanning $30.00 per hour
JurnboScan Scanning $30.00 per hour (includes set-up)
Scan Manipulation $30.00 per hour
Paper Prints from Scans (Color or BAW )
20 |b Bond {up to 11"x17") $1.00 sach
Photo-Quality Paper (5 1/2" x 117} $1.50 each

Collections — Fee Schedule
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“How extensive is the information that | can search?” The Digital Archives has what are
called “Record Series,” which are collections of information grouped by various criteria, such
as subject and dates. Not all record series have images attached to them, but information
taken from the original documents can be searched. Limitations placed on access to images
and information may be due to legal issues surrounding personally identifiable information,
such as Social Security numbers, or other limitations placed by the Partner. But for the most
part, if we have it, you can get it!

Was“‘hqngton State
Digital Archlves

Current Collections

: Re:ord Serlesl is co_ll:ijosed of SI;:'nI| F . o Have a research question?
as its proper place, The organization d P
as, for example, annual reports arranged flrst by years, then by c 5. Ask An Archlwst.
There will occasionally be a series made up of only one organiza
There will also be cases where no discernible pattern seems to exi Jeath a subject or transaction relationship is
obwious, Often one really has just an accumulation of documents PR ST = e (ks == unit did not organize their

arrangement, These accumulations can hardly be called 'series' in as such due to the necessity of
keeping thern together.

Available Collections

To view the record sets contained
“ne record series or the individual

Listed below are all of the record series currently searchable on-lifg s
within each record series, click on the *+° symbol next to the recorfé
record sets, click on the record title. To view all record sets at the FipS

EHEFExpand ol L0 contract al
* Audio Records
# Auditor Misc Records
# Birth Records
# Census Records
# Corporation Records
# Death Records
# E-Publications
# Frontier Justice
# Institution Records
# Land Records
# Marriage Records
# Military Records

Collections — Record Series
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“I want to see my Nana'’s birth certificate.” Selecting a Record Series, such as Birth Records,
you will be presented with a listing of available counties, also known as “Titles,” within the
record series. Not all Washington State counties are participating in the Digital Archives yet,
but more are coming onboard all the time. There may or may not be images of the birth
certificate. It is a Partner decision to release them, along with various legal issues; such as
Social Security numbers. But look anyway... you just might find Nana’s birth certificate. And
you might find that she’s younger than you think!

Wasﬁnngton State
. Dlg]tal Archlves

Harre

dire Reraedings

i Have a research guestion?

Ask An Archivist!
Record Series Name:
a child, created by the doctor or

e name of the child, date and
n father and mother.

Record Series Description:

Collections — Record Series — Birth Records
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In the 1970’s, Alex Haley’s book, Roots, stirred a desire for many to find out where they
came from. Who were their ancestors? Was Great Uncle Harry actually a horse thief, or was
he a war hero? If the information was recorded in Washington State, chances are it can be
found at the Digital Archives. If not, the page has a link to other genealogy sites to assist
you in your quest for family history.

And keep us updated on Great Uncle Harry...

--Was%;ngton State
\' | Digital Archives

Horme > Genealogy

Genealogy Related Genealogy Links

Genealogy is the study of ancestry and farmily histary. Anyone whao is interested in finding out
more about their family and where they came from will engage in genealogical research in
some form or another.

A great source on immediate generations is family elders and stories that have been passed
down. But as you go further back in family history, it becornes maore difficult to rely on family
oral histories, That is when the serious researcher turns to genealogical source documents that
capture the evalving history of a family.

Among these important documents are marriage records, birth records, death records and
census records. Many of these records can be found in the county or federal agency where the
record was created, or as part of the collection on one of the branches of the Washington State
Archives, The goal of the Washington State Digital Archives is to bring together, for the first
time, a statewide comprehensive collection of the electronic records that capture this history,
while preserving these records for future generations.

Collections — Genealogy
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What in the heck is an FAQ? Some may see the acronym, “FAQ,” and wonder what it
means. “Frequently Asked Questions.” ah-HA! What the Digital Archives has done is taken
calls, emails and letters with questions from researchers and the general public and
compiled a list of questions that are most often asked. So before calling, emailing or writing,
check out our FAQ page to see if your question has already been answered. And
remember, there is no such thing as a dumb question...

”Was’mngton State
| Digital Archives

Home > FAQ
Frequently Asked Questiox

Search 1. How do I locate a birth certificate?
Currently the Digital Archives only contains the following Record Series: Marriage, Census, New Record
Series will continue to be added, including Birth Records. Until then, go to the Web site for the county where

Collections ! ety ) ; ; :
the birth ocourred. There you will find information on how to obtain a copy of the desired birth record.

eRecords Managernent ~
2. Can I use Boolean operators in the search?

Boolean operators tell the search which keywords you want your results to include or exclude, and whether
you require that your keywords appear close to each other, You may use the following Boolean operators
when searching the Digital Archives using keywords:
Research AND, OR, NOT.

Far more information about Boolean operators and how to use them, go to Searchability.corm.

About Us

3. what if I don't find what I'm looking for?

The Digital Archives makes all records in its collection searchable, except those that are required to be kept
confidential. If you are not finding the records you are looking for, then the records is either still with the
originating agency or does not exist in an electronic farm. Please contact your Regional Archivist if you are
having problem locating your record.

top
Category: Collections

1. What is the difference between a Collection and a Record Series?

A records series is a group of records with similar purpose that are arranged in a logical order -
alphabetically, nurnerically, by date, etc. & collection is a group of records (that may comprise of many
record series) that have some unifying characteristic. For instance, from the Governor's Office we may get
correspondence, press releases and executive orders - all of which are records series; together all of those
series make the Governor's Administration Collection,

2. Will the Digital Archives ever contain historic maps?

Collections — FAQ
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What's the Latest?

Or in today’s modern vernacular, “Wazzup?” Check out the “News” menu item to see what
the Digital Archives is up to. Check to see if Lewis County has submitted Birth Records, or
how the King County Marriage Certificate project is progressing. See what the Digital
Archives Partners are up to and what records are now available.

News

World War | Yeterans’ Records now available online

Apr 06, 2009 -- The world War I Service Staternent Cards, 1917-1919 (Department of Veterans affairs), recently indexed by washington Historical
Recaords Project volunteers, are now available and searchable online at the Digital Archives. Information contained in the records includes full name,
serial number, race, place inducted, place of birth, unit assignments, ranks attained, engagements fought in, wounds received, dates served
overseas, date of demohilization, and degree of disability {if any). MORE®

King County Marriage Records Series is now available online

Mar 09, 2009 -- The long awaited King County Marriage Records Series is now available online at the Washington State Digital Archives, Although the
project will take nearly a year to complete, Marriage Certificates from 1855-2000 and Marriage Returns from 1691-1939 will be available and
searchable as they are indexed, beginning with the earliest vears. The collection contains over 1 million records, MOREs

Digital Archives, Microsoft Research take public records access to the next level with Audio Search

Cct 30, 2008 -- OLYMPIA - The Washington Office of Secretary of State’s Digital Archives, in a partnership with Microsoft Research, today announced
it is hosting a new speech-search technology that will dramatically change how Washingtonians are able to access important public recordings.
Access dudio Search Mow MORE:

State Archives’ month of events shed light on personal histories
Oct 01, 2003 -- Home may not be the first thing wou think of when you hear about the State Archives - but it should be. This month, through a series

of free public workshops and seminars, the State Archives reveals how historic docurnents can shed on people’s home lives - from the actual
structure they live in, to their family lineage, to the state they call hame, MOREs

Historic corporations documents now available online

Sep 26, 2005 -- OLYMPIA - Building on its groundbreaking efforts in using technology to open up public records, the Washington Office of Secretary

News
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Paperless Archiving

Nowadays, techno-babble is permeating our everyday language. “eCommerce,” “Cyber...
whatever” and other techy-sounding terms are bandied about like tennis balls at Wimbledon.
However, it is in this very arena that the Digital Archives provides services for the public. If
you can read it with a computer, chances are the Digital Archives has it. Any electronic
document, such as Adobe’s .PDF file format, that is submitted to (and accepted by) the
Digital Archives can be found on-line.

ngton State
Digital Arc_hivcs

Horme = Introduction to eRecords Management

Introduction to eRecords Management

Technology and the "electronic revolution® has a substantial i
conduct business and present challenges for capturing, preser
making accessible electronic records.

=ignificant amounts of critical electronic data have already be
are increasingly generated and stored in computer-based infor

gavernrment.

Long-term preservation of electronic records is difficult due to the rapid pace of change in
technology. It is estimated that every two vears computing power and storage density
doubles. s this happens, the technology “evalves” often into something no longer compatible
with older generations of hardware and software (remember S-inch floppies?).

To compound this generation gap, older software, almost always proprietary, is often no
longer supported by the original company, if it is even still in business! Additionally, the media
on which the electronic record is written {hard drive, CDO, floppy disc, punch cards, tape, etc.)
decays with time. Eventually the media itself must be replaced.

In arder to raintain electronic records for the long term, one must either:

e preserve the original hardware, software and media or
¢ convert the electronic recard to an open file farmat and continually migrate the media
to the “latest and greatest” technology

The digital archives has chosen to do both, Original files will be offloaded to tape and protected
to prevent alteration, while an open file format version will be presented on the web for future
use.,

eRecords Management — Intro to eRecords Management

Professional License Record Series User Manual Page 19



Professional License Record Series

User Manual

Having said all of that, there are certain criteria that must be met for an electronic document
(an eRecord) to be stored by the Digital Archives. So not all electronic documents produced
in Washington State are stored. But those that meet those certain criteria can be found.

Do you have an electronic document that you want the Digital Archives to store? Find out
what is required and how to go about submitting it for consideration.

“EYVas:h";ngton State
1
» M Digital Archlves

Home = Submitting Documents for Archiving

Submitting Records for Archiving

The washington State Digital Archives is following a phased i
project. At this time, the Digital Archives is in phase one, whicl
phase we are developing the backbone of the content manage! &
the following record series into the collection: Marriage Record
Census Records, Naturalization Records, Military Records, Inst
Historical Records,

In phase two, we will be adding in records from the Governaor Locke A
Lowry Administration, records from the Legislative Services Center and the Chelan County
Clerk.

In phase three we will be focusing on securing those records which have the highest historical
value that are at the greatest risk of being lost if not gathered quickly.

By February 2006, we anticipate moving into phase four. By this time, we will have worked
with our pilot agencies to fully develop best practices and methods for sending electronic
records to us - everything from hand delivering a disc full of data to a fully automated and
secure process that allows you to drag files to a folder to have therm sent. In the meantime,
we would be happy to work with you on any questions, concerns or problems you may have
with wour electronic records.

eRecords Management — Submitting Records for Archiving
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What is imaging? Basically, it's the conversion of a paper document into an electronic form
that can be stored on a computer. Common formats include Adobe’s .PDF, .TIFF and
.JPEG. This page describes the basics and benefits of imaging with some links to other sites
with more information.

‘“Wasﬂu_ngton State

Digital Archives it :;*Ab'-m_lhflg_

Home = About Imaging

About Imaging

Docurnent Irnaging is the process of converting paper ar ricr
that can be viewed on your computer, Documents can be sca
white) images or in color,

Existing microfilm can be scanned and digitized for use in docurnent managernent systerns or
far web deployment. In some cases, film image quality is significantly worse than the ariginal
paper copy and higher resalution scanning may be necessary, or the use of grayscale (16
shades of black and white) may be needed.

Color scanning is sometimes necessary to capture information that is represented through the
use of color {pie charts, highlighting, etc.). Since color scanning captures more image
information, good results can be achieved at 150 to 200 DPI. The additional information
captured in colar results in larger file sizes and care should be taken to ensure that sufficient
storage is available.

Docurment Imaging offers a number of benefits. To learn more, contact:
W ashington State Archives - Imaging and
* As many as 15,000 pages (the equivalent of a four drawer filing cabinet) can be Breservation Services at 360-586-0749

contained on a single CD-ROM disc or up o 70,000 images on a single DVD-ROM disc. or emnail: diuckett@secstate wa.qov
» Documents can be indexed so that you can search an index field {Mame, Social Security
Murnber, Address, etc.) and find the document you need in seconds. Howewer, an image  Ta learn more about digital imaaing, take the
management system is required to utilize this tool, free tutorial provided by Cornell University,
# There are significant customer service and cost savings available when document
imaging is used effectively.

eRecords Management — About Imaging
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Every industry has its own definitions of terms and acronyms. Archiving is no different. To
better understand the terms used by the Digital Archives, and archiving in general, check
out this page.

“Washington State
S T A Digital Archives

Home | 9 ;

Intro ta

Home = Glossary of Digital Archiving

Glossary of Digital Archiving

Archivists identify, restore and preserve historical records of nividuals, including manuscripts, letters, diaries, films,
photographs, coins and maps. Archiving, like other discipline

To learn more about this terminology, please refer to "4 Gloss
Archivists,
lectronic

eRecords Management — Glossary of Digital Archiving
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Records, whether digital (electronic) or paper, require administration and management.
There are two main reasons for this: first, to better organize the information for ease of
retrieval, and two, to maintain the quality of the documents. Paper archives have certain
temperature and humidity requirements to allow the paper to last as long as possible. You
can’t just store them in the attic like old magazines and baseball cards.

Electronic archives require updates to the media to ensure the information can be read.
Technological advances are so rapid that media used even 10 years ago may not be
readable because the devices used to create them are obsolete and hard, if not impossible,
to find. Remember 5-1/4 inch floppies?

“‘"‘-’Was:hmgton State
-. Dlgltal Archives

Home > Records Management

Records Management

lifecyele to ensure efficiency and economy in their creation,
maintenance, and disposition.

rwood@secstate.wa.qov or the Reagional Archivist for your ares

eRecords Management — Records Management
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To find out more about electronic records management, check out our links page.

W s‘h:ngton State
: 1) D1g1ta1 Archives

Home = Related Links

Related Links

Computer Museums

Obsolete Technology Website
Old-Cornputers.com

The History of Computer Project
The Old Computer Dot Com

Digital Archives Projects

The Camileon Project

Curl Exernplars for Digital Archives

Internet Archive - The Way Back Machine

The Mational Archives of the United Kingdom

The California Underground Railroad

Digital Preservation

MNational Archives of Australia

MNational Archives and Records Adrinistration - Electronic Records Archives

Digital Archives Models

Cepartment of Defense Electronic Records Managerment Software Applications Design Criteria Standard DoDS015.2 {pdf)
120 Archiving Standards - Reference Model Papers

International Research on Permanent Authentic Records in Electronic Systerns

San Diego Supercomputer Center at UCSD

International Research on Permanent Authentic Records in Electranic Systerns

Deciphering Old Handwriting

# Deciphering ©ld Handwriting in Genealogy
e The Mational Archives of the United Kingdom - Palaeography Interactive Tutorial

eRecords Management — Related Links
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The “Legal-eeze.” You know, the fine print... the guy talking so fast at the end of the
commercial that you can barely make out what he’s saying? Well, there are legal
requirements with regard to archiving, and electronic record archiving is no different. This
page covers many of the general questions about electronic records; such as, “Are they
different than paper records?” Or, “Is an email an electronic record that needs to be
archived?” The answer to the last question is, “yes,” so if you're in State government, be
careful what you send!

Sy ash

ington State

i Digital Archives

"

Home = Legal Aspects of Electronic Records

Legal Aspects of Electronic Records - Q&A
Aren't electronic records different from paper records

Mo. Although physically different, Washington St .
records.

stinction between paper records and electronic

Chapter 40.14 RCW {which governs the retention, destf® g
between "paper records" and "electronic records." Both- ;
the potential destruction or long-term archival preservp =

preservation of public records) makes no distinction
-dgulations governing records retention periods, and

RCW 40.14.010 defines a "public recards" as "...any paper, correspondence, completed form, bound record boolk, photograph, film, sound
recording, map drawing, machine-readable material, compact disc meeting current industry IS0 specifications, or other document,
regardless of physical form or characteristics, and including such copies thereof, that have been made by or received by any agency of the
state of Washington in connection with the transaction of public business, and legislative records as described in RCW 40.14.100."

Chapter 42,17 RCW (the Public Disclosure Act) also makes no distinction "paper records" and "electronic records." Both are subject to
requlations governing the disclosure of public recards.

RCW 42,17.020{36) defines a "public record” as "...any writing containing information relating to the conduct of government or the
perforrnance of any governmental or proprietary function prepared, owned, used, or retained by any state or local agency regardless of
physical form or characteristics,.."

The Office of the Attorney General Open Government Internet Deskbook, Chapter One, provides excellent guidance in determining what is
a public record.

Are all state and local government agencies required to preserve electronic records?

Yes. The laws and regulations governing the retention, disclosure, destruction and long-term preservation of all public
records include both state and local government agencies. {Note: Specific statutes and rules apply to the legislative and
judicial branches of government.)

RCW 42,17.020(1) defines "Agency” to include "...all state and local agencies, 'State agency' includes every state office, department,
division, bureau, board, commission, or ather state agency. 'Local agency' includes every county, city, tawn, municipal corporation, quasi-
municipal corporation, or special purpose district, or any office, department, division, bureau, board, commission, or agency thereof, or
other local public agency.”

Te an amail "alarteanic sarned" cuhiack #n vatantion lame and sanalatinne?

eRecords Management — Legal Aspects of Electronic Records
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Who Are Those Guys?

Paul Newman made that quote famous in “Butch Cassidy and the Sundance Kid.” But it can
apply to the Digital Archives as well. Who are we and what are we doing with all those
records? This page gives a little background on who we are and what we do. Beginning with
our background, you can see that we are alone on the “cutting edge” of digital archiving in
the entire nation. We host several states Digital Archives in our facility as well as genealogy
records from the Church of Jesus Christ, Latter Day Saints, based in Utah.

We partner with municipalities and local government, in addition to the Library of Congress
in Washington DC. If you hear about a breakthrough in digital archiving, you can bet it's
being done at Washington State’s Digital Archives!

=Washington State
o i 3 Digital Archives

Horme = Digital Archives Background and History

Digital Archives Background

The Washington State Digital Archives is the nation's first archives dedicated specifically to
the preservation of electronic records from both State and Local agencies that have
permanent legal, fiscal or historical value.

Located in Cheney, Wa on the Eastern Washington University campus, the new facility was
designed from the ground up to host this technically complex program. The web interface and
database storehouse were custom designed specifically for the Digital Archives to hold the
unigue and very important electronic records found throughout the state, and to provide
simple, straight forward access to researchers,

AVATAYAY

The Digital Archives includes a state of the art research room, complete with computer
research stations, a high tech presentation classroom and a world-class data center,

m
- .

- -lln”

Technical Documents and Presentations

2nd Annual Records Management Workshop
Digital Archives Feasibility Study

Digital Archives Investment Plan

IZh Presentation Sept 2004

Archiving Electronic Records

Digital Archives Overview

GQuality Assurance Report 91

Quality Assurance Report Q3

History of the Digital Archives

The agency began strateqgic planning for the Digital Archives in March of 2000, when the

About Us — Background
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OK, so far it sounds great and you want to get in touch with us. How do you do that? The
Digital Archives offers several ways to contact us:

o Telephone (509-235-7509),

e Fax (509-235-7504),

¢ Email (digitalarchives@secstate.wa.gov) and

. “Snail Mail” Washington State Digital Archives
960 Washington St
Cheney WA 99004

Our website is located at http://www.digitalarchives.wa.gov/, which is described in detail in

this and other manuals for using the site.

“Was’hmgton State T~

-

Digital Archives 7 W& About the

Home = Contact Us

Contact Us

The Washington State Digital Archives is co-located on Eastern Washington University
Campus in Cheney, Wa at:

960 Washington Street
Cheney, wa 39004

Hours of Operations

Sarn - 4:30 P.M, Monday - Friday

On-line research {www . digitalarchives.wa.gov) is available 24 hours a day, 7 days a
week except for planned maintenance cycles.

Telephone: 509-235-7509

Mail: Wwashington State Digital Archives
960 Washington Street
Cheney, Wa 29004

E-mail: digitalarchives@secstate. . wa.qow

.{?:-n Mag-umst nm, e, & 2054 oAy

Fax: 509-235-7504

e From I-90 take exit 270 (Hwy 904) toward
Cheney, Wa

e At the first stoplight, turn right onto Betz Road

e Betz Road turns left and becomes Washington
Street

e 960 Washington Street is on the right side of the
road after the playfields

About Us — Contact Us
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Those among you who are techies at heart will find this page interesting. It's a log of all of
the changes and upgrades made to our site to better serve you, our valued customer. Some
of it may seem like Greek; but it’s all in our effort to make sure that you, as the user of our
site, have the most pleasant experience possible in your research and information gathering
experience. If you can think of anything that might enhance your use of this site even
further, please drop us a note with your idea.

Was% ngton State
| Dlgltal Arch:vcs

Home = Digital Archives Change Log

Digital Archives Change

April 21, 2009

"add to shopping cart” section has been redesigned. Partners
Armerican Express credit cards are now accepted.

Bug fix: Search results grid had a bug that could cause an error when paging through the results,
Certain non-certified document orders can now be fulfilled online,

E-publications can now be searched via the Keyword search tab on the horme page.

"Featured Collections” section has been expanded

Footer links have been expanded.

Menu bar has been redesigned for increased compatibility.

Mews RSS feed added,

Photograph search results interface has been updated.

Photographs and Audio collections are now browsable.

Questions and comrments submission page has been redesigned.

Right-hand colurnn on the homepage has been redesigned.

The Privacy policy has been updated to address the use of cookies.

The User manual for the "Resolution” record series has been added,

February 3, 2009

The "ask an Archivist" feature is now available to help answer your research questions.
The audio player UI has been updated.

Records with attached images now display the file size for each attachment.

The graphics for the menu bar have been redesigned.

The footer for the website has been redesigned.

Some formatting has been redesigned to improve cross browser compatibility.

Movember 20, 2008

The loading screen has been improved to better support smaller screens.

Additional search fields have been added to the collections search page available here.

Search parameters are now preserved between searches to further streamline the search process.

Anissue was fixed that caused an error when two invalid dates were entered in a detailed search for 'Minute Records'

About Us — Change Log
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What's a first-class Digital Archive program without a first-class facility to house it? Well, we
have more than archival space and documents. We boast (proudly) several amenities to
make your research easier. This page outlines them in detail, but three of our offerings are:

e high-speed web connections to all our collections in a spacious research room,

¢ two classrooms capable of supporting up to 48 computers for group learning and
research and

e a state-of-the-art multi-media room for lectures and further classroom functions.

The building that houses the Digital Archives is not your typical State warehouse.
Completed in 2004, it was built specifically for housing the paper archives as well as the
hardware required to manage and support the Digital Archives.

Was% ngton State
D1g1ta1 Archives

Home = Facilities and Resources

Facilities and Resources

Research Room

The Washington State Digital Archives has a state-of-the-art research room for use by the
public. It utilizes the same web interface available frormn home, but benefits from a very fast
Ethernet backbone in the facility to provide the fastest responses to search gueries possible.

The research room is open to the public & A.M.-4:30 P.M., Monday - Friday, excluding public
holidays.

Classrooms

The Digital Archives has two classrooms that are available to use for a nominal fee. Each
classroom is configured to easily hald 48 people at tables or over sixty in a open seating,
lecture format. Each classroom is also configured with an overhead LCD projector, computer
interface, sound, VCR and DVYD capabilities. Additionally, each room has in floor power and
internet connectivity and can be outfitted with up to 48 computer workstations.

Multi-media Presentation Classroom

The Digital Archives has a multi-rnedia presentation classroom available in configurations of
up to 48 people with tables or 60 in open seating. The classroom features a 10-foot rear
projection screen, multiple ceiling mount monitors, overhead speakers, digital docurment and
artifact projector, WCR and DVD capability, in-floor power and internet connectivity and can
alsa be configured with up to 48 computer workstations.

About Us — Facilities

Professional License Record Series User Manual Page 29



Professional License Record Series

User Manual

As stated earlier, we have a strong partnership with the Library of Congress in Washington
DC, in an effort to bring digital archives together from around the nation. Our leadership in
the area of Digital Archiving has made Washington State the trend-setter (and envy) of the
nation.

In addition to the Library of Congress, we currently partner with several states:

Colorado lllinois Indiana Louisiana
Montana Nevada North Carolina Oregon

-Waﬂ:ngton State

D1g1ta1 Arch:vcs

Multi-State Preservation P

Multi-State Government Digital Information §

@.ﬁ'
e“‘ﬁé

el
% The Partner acknowledges that the Library intends to e
agreements with other state partners which will pursue
Catorren » ooty + ngiana + Liniaisna the Multi-State Government Digital Information Prograrn [EEU
include:
Home
(i3 network building to establish collaborative relationships within your state and
Workplan other states identified in vour Project, {ii) establishment of multi-state partnerships,
Partners (iii)_prese_rvation implemen_tation that meet key ol_Jjec‘ti\-'es desc_ribed in_ your
e ——— Project, {iv) content collection and access to provide for gathering of digital
Architecture Document cantent, and {v) access to the content by the Library and Congress.
(Coming Soomn) MNarrative
Intergovernmental
Aoreement Technology and the "electronic revolution” are having an unpre:::edented impact an
SigrBETMAnt the way that governments preserve and provide access to public records. As the
Record Series number of government records created and stored in computer-based information
e systems increases at an exponential pace, states face the formidable challenge of
E-Publications rmanaging digital records with long-term legal, historical and fiscal value, These
(Cotning Soot) documents reflect the dav-to-day business of state government, and are crucial

elements of each state's history and culture.

This work plan focuses an the preservation and provision of access to records and
documents from two types of state institutions: state archives and state libraries.

The proposal focuses on the creation of a centralized regional repositary that will

leverage the existing infrastructure, hardware and software systern developed at

the Washington State Digital Archives,

Centralized Repository

The underlying premise of a centralized digital repository is that electronic records
and documents may be accessed from any location worldwide in an online
environment, eliminating the need for researchers to travel to a particular site, In
order to maximize cost savings among the states, the centralized regional

About Us — Library of Congress Partnership
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The Digital Archives couldn’t exist without support from each of our partners. From Eastern
Washington University, which hosts our building, to Dell, Cisco and Microsoft (to name a
few) supplying our technology infrastructure, the Digital Archives is the culmination of joint
efforts by all to preserve our State’s heritage and history. And all of this is available to the
public, either onsite in Cheney, Washington, from 8:00 to 4:30, Monday through Friday, or
online 24 hours a day, seven days a week at http://www.digitalarchives.wa.gov/.

*Waﬁ:ngton State
| Digital Arch:vcs

Home = Partners

Fartners

Advanced Digital Information Corporation

Adwanced Digital Information Corporation is a recognized leader in data storage for the open
systerns market. ADIC is the world's largest supplier of automated tape storage systermns using
the drive technologies most often employed for backing up open-system, client-server netwaorks,
The Digital Archives is using the ADIC automated tape library which is resaold under the Dell
label,

Intelligent Storage™

Cisco Systems
Cisco Systemns, Inc, is the worldwide leader in network connectivity and security, Cisco is the
primary supplier of routers, switches and firewall appliances for the Digital Archives.

Cisco SysTems

Dell i
on a global scale, Dell manufactures and sells computing and networking hardware - ranging ML

from personal workstations to enterprise-scale Storage Area Metworks (SaNs), Dell/EMC and
Dell/ADIC are supplying the Digital Archives with a SAM and integrated automated tape library.

Eastern Washington University

EWL is a regional, comprehensive public university located in Cheney, Washingtaon, with EA.STERN
programs also offered in Spokane, Bellevue, Everett, kKent, Seattle, Shoreline, Tacoma and oY
ancouver. The University offers nearly 200 fields of study with a focus on career preparation Eﬁ?{}tﬁgi?g

with a strong underpinning in the liberal arts. Eastern is a driving force for the culture, economy
and vitality of the Inland Morthwest region. The University's beautiful campus, NCAA Division I
athletics and opportunities for hands-on, real-world learning provide a classic, yet unigue college
ExXpErience.,

EDS : ) ] ] o ) Delivered By
EDS provides a broad portfolio of business and technology solutions to help its clients warldwide

improve their business performance. EDS' core portfolio comprises infarmation-technology,

applications and business process services, as well as information-technology transformation DS
services. In partnership with Microsoft, EDS provided the programming and application

develooment for the customized solution for ingesting and archiving electranic records comina

About Us — Partners
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Manager to Checkstand 5!

The Digital Archives allows online purchasing of items using your major credit card. When |
passed through the line, | had an empty cart...

:“-Was:h';ngton State

Dlgltal Archlves

Shopping Cart

Shopping Cart is Empty

Shopping Cart
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Save a Search, Save Time

As a user of our website, a feature that can make your life easier is our “Recent Searches.”
Each time you run a search, the criteria is saved so you don’t have to enter the same search
criteria every time. Just jump to the “My Recent Searches” page and click on the search that
you have come to know and love so welll However the saved search list only lasts as long
as you’re on our website; so once you close the site, the search list goes away. But while
you’re visiting our site, your time can be better spent on researching, rather than “re-
searching!”

SYashington State

AL D1g1ta1 Arch:vcs

My Recent Searches

Thurston Marriage Records
Mame Search: Simko,Sharon

My Recent Searches
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Search the Record Series

People Search

Open your browser, navigate to the Digital Archives website www.digitalarchives.wa.gov and
click on the “People Search” tab. (figure 1)

Digital Archives Home

SEARCH THE DIGITAL ARCHIVES FEATURED LINKS

Browsable Collection:
‘The & M Kendrick Collection
Photographic Collection’

PECPLE SEARCH EYWORD SEARCH DETAILED SEARCH

Record Series: [ All Recard Series x| »Search Help
; »Detailed Search Browsable Collection:
First Marne: I 'House of Representatives Committes
Meeting Recardings Audio Recordings'

Last Mame: |
Browsable Collection:

'Spokane City Planning Departrent
ExP'74 Photographic Collection'

Total Records Preserved Online: 83,386,734
Total Records Searchable Online: 65,471,738

Top 10 Treasures

Archived Website:

figure 1
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Using the “People Search” feature, users can search a record series using a First Name
and/or a Last Name. In the “Record Series” drop down list, select “Professional License
Records.” Enter “Smith” in the “Last Name” box. Next, click the “Search” button. (figure 2)

Was%;ngton State

Dlgltal Archlves

Digital Archives Home

SEARCH THE DIGITAL ARCHIVES FEATURED LINKS
Browsable Collection:
‘The & M Kendrick Collection
FPhotographic Collection'

PEOPFLE SEARCH KEYWORD SEARCH DETAILEDPEARCH

Record Series: | Professional License RW B

First Mame: I

[ Last Marne: |Sm|th ]

»Search Helg
Browsable Collection:

'House of Representatives Committee
Meeting Recordings Audio Recordings'

Browsable Collection:

'Spokane City Planning Department
ExPO'74 Photographic Collection'

Total Records Preserved Online; 83,391,332
Total Records Searchable Online: 65,476,336

Top 10 Treasures

Archived Website:

figure 2

Professional License Record Series User Manual Page 35



Professional License Record Series

User Manual

The application will navigate to the “Detailed Search” page. Under “Search Results,” there
will be a Record Series name (“Professional License Records”) with a link (Show All
Records), a plus sign and the number of records returned by the search (in this case, there
are 172 records returned). If the list is not expanded, you can click on the plus sign to
expand the Record Series into its resulting titles. (figure 3)

Was’mngton State
" D1g1ta1 Archlves

Detailed Search

search Options

Record Series: |F'r0fessi0na| License Records

County: I All Counties -- 'I

Title: | Al Titles -
Last l

Party: I

Have a research question?

Ask An Argthivist!

Middle

From To

License Year: | |

Select Options: [T se geffidex for names

Search Results

Re_ord Series

ofessional License Records (Show &ll Records)

Title Name Results Count
Department of Licensing, Business and Professions Division, Dental License applications, 1888, 18
1909-1936
Department of Licensing, Business and Professions Division, Registered Nurses Licensing Files, 12
1909-1917
Kitsap Professional License Records 3
Mason Professional License Records 1
Physician Applications and Registers 136
Snohomish Professional License Records 2
figure 3
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Or, you can click on the “Show All Records” link to display a listing of all records for all titles
for that specific search. (figure 4) Things to know about this view are:

1. To sort by a column, click on the white triangle in the gray box for that column.

2. To advance to another page of results, click the single blue triangle. To advance to
the last page of results, click the double blue triangle.

3. To go to a specific page of results, and avoid clicking through each page, you can
“jlump” by selecting a page number from the drop down list.

4. To see more than 10 results per page, select a new number from the drop down list.

5. You'll know if there is an image associated with the result if there is an small image
in the image column. If not, it will say “N/A.”

SWashington State
'!Ww Sj,’ﬂ Digital Archives

i

Detailed Search

# Search Options

Have a research question?

Ask An Archivist!

Record Series: |F'rofessiona| License Records j Wthat Does this include?

County: I All Counties - 'I

Title: | a)| Titles - _
Last First Middle

Party: [Smith
Frarm To

License Year: | |

Select Options: [T s Soundex for names

Search Results 5
Search Results For: Professional License Records 172 Matches

| lactteme | Fethame | MiddieNeme | vear |

Srnith a. 1. 1885 Statewide )|

Srith a, M. 1901 Statewide 2

Srmith A, M. 1909 Statewide s

Srith A, Macrae 1913 Statewide |

Smith a. Macrae Jr. 1938 Statewide 5|

Smith A, P. 1888 Statewide J'5)|

Srmith Albert G. 1588 Statewide 2

Srnith Albert G, 15589 Statewide )|

=mith alfred Littlefield 1937 Statewide _]

Srith Alice Maude 1595 Statewide 2

44 Page 1 of 18, Records 1-10 of 1720 W Jump To Page:|1 vI Records PerPage:Im vl

figure 4 T T
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From the Record Series/Title Name result page, click on the title you want to view. It will
highlight yellow when your mouse is over the record. Notice that there are 12 results for
“‘Department of Licensing, Business and Professions Division, Registered Nurses Licensing

Files, 1909-1917.” (figure 5)

Search Results

|_lRecord Series ____________________________________________________________________________|ResultsCount

El Professional License Records (Show All Records)

Title Name

Results Count

Cepartment of Licensing, Business and Professions Division, Dental License Applications, 1888, 18

1909-1936

Department of Licensing, Business and Professions Division, Registered Nurses Licensing Files, 12 <

1909-1917

Kitsap Professional License Records
Mason Professional License Records
Physician Applications and Registers
snohomish Professional License Records

figure 5

P

17z

Once “Department of Licensing, Business and Professions Division, Registered Nurses
Licensing Files, 1909-1917” is selected, the page will change the results count to 12 from
172 because you are now looking at a single title instead of the entire search result. You'll
also notice that the page has changed to look like the “Show All Records” page (previous
figure 4). Click on the record you want to view (“Emma Smith”). It will highlight yellow when
your mouse is over the record. Based on the information found with figure 4, you’ll notice
that there will be an image associated with this record. (figure 6)

Search Results

Search Results For: Professional License Records

> 12 Matches

Srmith Cora L 1909 Statewide £
Srnith Edna Meil 1915 Statewide ]|
Smith Ermma 1909 Statewide £

rith Harriett cott 1309 Tatemide )|
Smith Hazel Gladys L 1915 Statewide 5]
Smith Hazel L 1913 Statewide J's)|
Srith ulia Campbell 1909 Statewide Js)|
Smith Lucile 1916 Statewide 5]
Srmith Mabel Maria 1909 Statewide %)
=mith Mary hlice 1916 Statewide %)

# 4 page 1 of 2, Records 1-10 of 120 W

Jump To Page: I1 'I

figure 6

Records Per Page: IAID 'I
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From the “Show All Records” page, selecting the record is the same as shown in figure 6.
Click on the record you want to view (“Emma Smith”). It will highlight yellow when your

mouse is over the record. (figure 7)

Search Results

Search Results For: Profes3h

nal License Records

172 Matches

Smith E. 1873 Statewide J'e)]
Smith Earl 1995 Kitsap NFfA
=mith Edrmund 1915 Statewide J'e)]
=mith Edna 1915 Statewide J'e)|
=mith Edward . 1913 Statewide Je)]
Smith Edwin A 1924 Statewide &
smith Ermma 1909 Statewide J'e)]
TIth Eugenia 1998 nonomish N7 A
Smith Francis F 1924 Statewide J's)|
Smith Francis M, Hardy 1929 Statewide Je)|

# 4 Page 5 of 18, Records 41-50 of 1720 B

Jump To Page: |5 'I

figure 7

-

Records Per Page: |10
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The application will navigate to the “View Record” page where the metadata of the record
selected is located on the left and the image on the right. To view the image, if there is one
associated with the record, click on the icon in the “Available Images” box. It will expand into
a viewable image through the DJVU browser or it will give you an option to save it as a
JPEG file. To add a comment or question, click on the “Add Comments or Questions”
button. (figure 8)

Was’hungton State

| Digital Archives

View Record

Emma Smith - Department of Licensing, Business and Professions Division, Registered Nurses

: : > Please see citation for order
Licensing Files, 1909-1917

information

Record Series: Professional License Records " R ——
et gl st il = ]
Collection: Department of Licensing, Business and Professions
Division, Registered Nurses Licensing Files, 1909-
1917 |7 Images are available for FREE online.
= Select from the available irmages below.
County: Statewide .
I
Metadata Image # 1 of 1
Year Of Application: 1909 9 Page(s)
19225 KB
Reference Number: AR-Z40-6-30-000058
Residence: Seattle Image
Date Of Birth: 1575
Graduate Of: Ilinois Training School
Photo:
Box: 2
App. No.: 58
Remarks:
Name: Ermma Smith
Party Type: Marne

:

Citation: To obtain a copy or learn about related records, contact the State Archives at
360.586.1492, ar email research@secstate wa.qov.

Source: Washington State Archives. Departmment of Licensing, Business and Professions Division,
Registered Murses Licensing Files,

Database: Wwashington State Departrnent of Licensing, Business and Professions Division,
Registered Murses Licensing Files, Online 2009, Washington State Archives, Office of the Secretary
of State,

ariginal data entry compiled by Roger Easton, proofed by Rachel Thompson and Mary Hammer.

figure 8
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The instructions for this page are fairly self-explanatory. “Questions” are for alledged
transcription errors, “Comments” are for extra information not found in the record. Click the
appropriate radio button to identify what type of note you are sending. When finished, click
the “Submit” button. (figure 9)

Waszli_:ngton State

Digital Archlves

8end Questions or Comments

— Question or Comment /
rl]uestions  Use the QUESTION button to paoint out a transcription error or ask a research question about this recaord.
Your question will be answered by an archivist and will not be attached to the record for public display,
Comments " Use the COMMENT button to submit additional information not found in this record. Your comment will be
L attached to the record for public display.

—Contact Information

First Name! |

Last Name: I

Your Email: |

—Your Message:

Cormments posted to the record are monitored by the Washington State Archives staff. We reserve the right to hide inappropriate langufge or
comments, Any URLs {(website addresses) appearing in the comments will display as text, and not as active links.,

figure 9
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The image in the default (DJVU) browser. Please go to Appendix C, “The DJVU Image Tool
Bar” for information on what the DJVU toolbar buttons can do. (figure 10)

View Media

Right click on the image for rmore options.
Can't see the image? Click here to download the DIVU browser plugin.

Fage: |1 "'\l
Click the printer icon below to print this document for FREE.

dealna® @Fwer Ho (¢ ®fc  Ho el [
¥

'(Uasbinglon State Board of Examiners of Durses -

APPLICATION FOR CERTIFICATE AS REGISTERED NURSE

I hereby make formal application for Registration in the Official Register of the Washington State Doard
of Examiners of Nurses and submit the following in evidence of my qualifications for such registration:
o, at? FORM 1. :
f,. My foll name sl &fee? FZeerrFest. Seree €5,

2. Date of birth .. Z2E757 20

3. Permanent address

4, Present address .o...4 ., AT £ b AT ot ot A e O e e

5. Give educational advantages prior to entering Training School

6. Graduate of . t.,;, b e R \ L o s i SthOO] fOF DUTEES
located at ....d S AT el L R it
T. Date of graduation _m}_‘() ; .I.eng‘rh_ of course at that time._.(.7. ’Z \
8. Have you had any other Hospital training?._ - e s0, give names(of Hospitals and time
| Epent in each i =
figure 10
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To begin another search, users may clear the form of their selected Record Series by
clicking the “Clear Form” button. (figure 11)

ington State

ital Arc_hives

Detailed Search

search Options

Record Series: | Professional License Records ¥ | what Does this include? ok An Archivie:
| | sk An Archivist!
County: I All Counties -- 'I
Title: | Al Titles -- S
Last First Middle
Party: [Smith
From To

License Year:

Select Options: [T se soundex for names

Search Results

Search Results For: Professional License Records 172 Matches
T T T N T TN
Smith E. L 1873 Statewide B
Srmith Earl 1995 Kitsap NfA
Srmith Edrnund Howard 1915 Statewide |
Srith Edna Meil 1915 Statewide i3
Smith Edward (R 1913 Statewide o)
Srith Edwin & 1924 Statewide £
smith Emma. 1909 statewide. B
=mith Eugenia 1996 =nohomish NFA

figure 11
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The form is now cleared and ready for another search. (figure 12)

Was"‘hqngton State

| D1g1ta1 Archlves

Harrie:

Detailed Search

Search Options

Record Series: |Se|ect Record Series j Have a research question?
Ask An Archivist!
County: | All Counties - YI
Title: | )l Titles -- =
Search Results
figure 12
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Detailed Search

Open your browser and navigate to the Digital Archives website
(www.digitalarchives.wa.gov).

To do a Detailed Search, select the “Detailed Search” tab or the “Detailed Search” link next
to the “Record Series” drop down list. The application will navigate to the “Detailed Search”
page. (figure 13)

Wasﬂ‘l;ngton State

D1g1ta1 Archlves

Digital Archives Home

SEARCH THE DIGITAL ARCHIVES FEATURED LINKS

Browsable Collection:
FECOPLE SEARCH KEYWORD SEARCH DETAILED SEARCH The & M Kendrick Collaction

ey 3 Photographic Collection’
Record Series: |A|I Record Series WMD—'
»Detailsd Search Browsable Collection:

First Name: I 'House of Representatives Committes
Meeting Recardings Audio Recordings'

Last Mame: |
Browsable Collection:
'Spokane City Planning Departrent
ExP'74 Photographic Collection'
Total Records Preserved Online: 83,386,734 Top 10 Treasures

Total Records Searchable Online: 65,471,738
Archived Website:

figure 13

Professional License Record Series User Manual Page 45


http://www.digitalarchives.wa.gov/

Professional License Record Series

User Manual

On the “Detailed Search” page, under the “Search Options,” select “Professional License” in
the “Record Series” drop down list. (figure 14)

Detailed Search

F Sear tions
Record Series: IF'rofeSSiDna| License Records j hat Does this include? Ak An A que.m?n?
r—”“ | Ask An Archivist!
County: | All Courties - =]

Title: | Al Titles - .
Last First Middle

Party: |
From  Ta

License Year:

Select Options: [ s soundex for names

Search Results

figure 14
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By clicking the “What Does this include?” link next to the “Record Series” drop down list, you
will be shown a page with all of the available titles for that specific record series. (figure 15)

Was"‘h;ngton State

Digital Archlves

Detailed Search

Search Options
Record Series: |F'r0fessiona| License Records ;l what Does this include? ]

County: |__ Al Counties - =

Have a research question?

Ask An Archivist!

figure 15
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This page displays the available titles for the “Professional License” record series. You can
search within a title by clicking on it. It will highlight yellow when your mouse is over the
record. (figure 16)

ngion State

d

T . o ) 1[ chives ¥4
Dlgltali Afchives i, < e/

Record Series Info for: Professional License Records

Have a resgfarch question?
Ask Af Archivist!
Record Series Name: Professional License Records
Record Series Description: In the State of Washington, County Auditars are "recorgfng officers" (RCW

65.04.015 {1)) and "custodians of records" (RCW 65.04.140). The Revised Code
of Washington (RCw) Title 65 requires the recording/of legal docurments. These
recordings include license records which consist of /out are not limited to, the

following:

Amuserment device location, process server, pfwnbroker, peddler, kennel and
dance hall licenses.

Cepartment of Licensing, Business and Professions Division, Dental License Appligations, 1888, 1909-1936
Cepartment of Licensing, Business and Professions Division, Registered Nursegficensing Files, 1909-1917

[l Harbor Dy-of) onal Liser ju] |

[ Kitsap Professional License Records ]
TS O PTOTEE s Oa CICET e e RECOTHs

Pacific Professional License Records

Physician Applications and Registers
Pierce Professional License Records
snohomish Professional License Records
rakirma Professional License Records

figure 16
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This page allows searching of the specific title. (figure 17)

f‘Was:h:ngton State

D1g1ta1 Archlves

Title Info for : Kitsap Professional License Records

Have a research question?

Ask An Archivist!

Mame: Kitsap Professional License Records

Introduction:

Citation:
Search This Record Series:
Last First Middle
Party: I
From To
License Year:
figure 17
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Meanwhile, back at the main “Detailed Search” page...

To search for a specific record, select “Kitsap” in the “County” drop down list. Type
“Johnson” in the “Last” box for “Party.” If the text you're entering is longer than the box will
allow, that's OK. It should get you close enough. Enter “1900” in the “From” box of “License
Year” and “1920” in the “To” box of “License Year.” Click on the “Search” button. (figure 18)

Detailed Search

Search Options
Record Series: |F'r0fessi0na| License Records j wikiatDoesk

[ County: IKiISSp vl

Title: | o)l Titles -- -
Last Fi Middle

Party: |J0hnson
Fraom

License Year: |1QDD | 1920

Select Options: [ |se soundex for names

Search Results

figure 18
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40 matches were found to be associated with this search criteria. To view the record, click
on it. It will highlight yellow when your mouse is over the record. (figure 19)

=Washington State

| Digital Archives

Detailed Search

search Options

Record Series: |F'r0fessi0na| License Records j What Does this include?

County: II—(itsap vl

Title: | Al Titles -
Last First
Party: |J0hnson

From

To
License Year: |1QDD |1920

Select Options: [T se soundex for names

Search Results

40 Matches

Search Results For: Professional License Records

Johnsan . £y a0s Statewide al
Jobnson & il 1203 tatewide 1l
[ Johnson albertina 1910 Statewide 'J
Johnson Anna Juhia 1916 Statewide )|
Johnson arthur (a2} 1909 Statewide ,_]
Johnson Arthur Clark 1909 Statewide 8
Johnson G . 1900 Statewide )5
Johnson Carl W 1919 Statewide J'&)|
Johnson Christian 1920 Statewide _,__'|
Johnson Cyrus P 1920 Statewide ,_'|
# 4 Page 1 of 4, Records 1-10 of 40 b W Jump To Page: IE Records Per Page: |10~

figure 19
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The application will navigate to the “View Record” page where the metadata of the record
selected is located on the left and the image on the right. To view the image, if there is one
associated with the record, click on the icon in the “Available Images” box. It will expand into
a viewable image through the DJVU browser or it will give you an option to save it as a
JPEG file. To add a comment or question, click on the “Add Comments or Questions”
button. (figure 20)

Was’mngton State
" D1g1ta1 Archlves

View Record

albertina Johnson - Department of Licensing, Business and Professions Division, Registered

: ; : Please see citation for order
MNurses Licensing Files, 1909-1917

information

Record Series: Professional License Records F—
et Gl sl il ]
Collection: Departrent of Licensing, Business and Professions
Division, Registered Nurses Licensing Files, 1909-
1917 |7 Images are available for FREE online.
Select from the available images below.
County: Statewide 3
al
T Imaoge # 1 of 1
Year Of Application: 1910 4 Pagels)
1,091.8 KB
Reference Number: AR-240-6-30-000208
Residence: Seattle Ima e
Metadata 9
Date Of Birth: 1877
Graduate Of: Providence Hospital, Seattle
Photo: X
Box: 5
App. No.: 208
Remarks:
Name: Albertina Johnsan
Party Type: Marne

Citation: To obtain a copy or learn about related records, contact the State Archives at
360.586.1492, or email research@secstate.wa.gov,

Source: Washington State Archives. Department of Licensing, Business and Professions Division,
Registered Murses Licensing Files,

Database; Washington State Department of Licensing, Business and Professions Division,
Registered Murses Licensing Files. Online 2009, Washington State Archives, Office of the Secretary
of State.

original data entry compiled by Roger Easton, proofed by Rachel Thormpson and Mary Hammer.

figure 20
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The instructions for this page are fairly self-explanatory. “Questions” are for alledged
transcription errors, “Comments” are for extra information not found in the record. Click the
appropriate radio button to identify what type of note you are sending. When finished, click
the “Submit” button. (figure 21)

Waszli_:ngton State

Digital Archlves

8end Questions or Comments

— Question or Comment /
rl]uestions  Use the QUESTION button to paoint out a transcription error or ask a research question about this recaord.
Your question will be answered by an archivist and will not be attached to the record for public display,
Comments " Use the COMMENT button to submit additional information not found in this record. Your comment will be
L attached to the record for public display.

—Contact Information

First Name! |

Last Name: I

Your Email: |

—Your Message:

Cormments posted to the record are monitored by the Washington State Archives staff. We reserve the right to hide inappropriate langudge or
comments, Any URLs {(website addresses) appearing in the comments will display as text, and not as active links.,

-

figure 21
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A sample image of the record in the default (DJVU) format. Please go to Appendix C, “The
DJVU Image Tool Bar” for information on what the DJVU toolbar buttons can do. (figure 22)

Was"‘hngton State
1) Dlgltal Archlves

View Media

Right click on the image for rmore options.
Can't see the image? Click here to download the DIVU browser plugin.

Fage: |1 "'\l
Click the printer icon below to print this document for FREE.

L IO @fiwon 0 [je @7 Ho el

(Uashington State Board of €xaminers of Durses

APPLICATION FOR CERTIFICATE AS REGISTERED NURSE

I hereby make formal applieation for Registeation in the Official Register of the Washington State Roard
of Examiners of Nurses and submit the following in evidence of my qualifications for such registration:

FORM 1,
1. My full name is - }\ e A o A i f_fé?'r'
2, Date of birth. Pt = o /f/ - D
3, Permanent address T
4. Present address o LLTE i

- i s " ST S ” . =
5. Give educational advantages prior to entering Training School, equivalent to_ O ¢ 2.4 { grade

73 .- . -
6. Graduate of il Tl o W e e o ~Behool for nurses
loeated at - 1t = :
7. Date of graduation.w€,2 522 €% | Length of course at that time i fes “idafxl.. No, of beds.L2 ¢
8, Have you had any other Hospital training? . . If g0, give names of Hospitals and time
spent in each
9 Tn which of the following divisions of serviee did won receive teaining?  (Cancel words not applying.)  Med-

figure 22
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To begin another search, users may clear the form of their selected Record Series by
clicking the “Clear Form” button. (figure 23)

Was%;'ngton State

Dlgltal Arch:vcs

Detailed Search

Search Options

Record Series: |F'r0fessi0na| Licehse Records j \ithat Doss this incude? ave a research question?

k An Archivist!
County: IKiTSGp vl

Title: | Al Titles Y
Last First Middle

Party: |J0hnson
Fram

License Year: |1QDD I 1920

Select Options: [ |se soundex for names

Search Results

Search Results For: Professional License Records 40 Matches
T T e T
Johnson A, = 1305 Statewide 5|
Johnson 1209 Statewide o)

Jahnson Albertina I 1910 Statewide L]
Johnson &nna Julia 1916 Statewide _'|
Johnson Arthur (5] 1209 Statewide ,J

figure 23
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The form is now cleared and ready for another search. (figure 24)

Was:hmgton State

D1g1ta1 Archlves

Detailed Search

Search Options

Record Series: |Se|ect Bacord Saries j Have a research question?
Ask An Archivist!
Gaumnty: | All Counties - 'I
Title: | ol Titles - =l
Search Results
figure 24
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Appendix A

Searchable Record Series

Record Series available for searching by “People:”

Digital Archives Home

SEARCH THE DIGITAL ARCHIVES FEATURED LINKS

Browsable Collection:
‘The & M Kendrick Collection
Photographic Collection'

PEOPLE SEARCH KEYWORD SEARCH DETAILED SEARCH

Record Serigs: »Search Help

#Detailed Search

All Record Series

H
Agreernents and Contracts
Last Name: |Birth Records

Browsable Collection:
'House of Representatives Committee
Meeting Recordings Audio Recordings'

First Narme:

Census Records Browsable Collection:
Death Records ‘Spokane City Planning Department
E-Publication Records EXPO'74 Photographic Collection’

Total Records AFrontier Justice

featel Top 10 Treasures
Total Records dInstitution Records

Land Records Archived Website:
= 1 Governar Lawry
NEWS || mgll_rnag;Recodrds
!'tary gcor % Archived Website:
Misc Auditor Records BT LA
World War | Yeteraghlisc Family History
s SHAG Maturalization Records T P Affairs) 0 Have a research question?
pr 06, -- 2 Daths of Office - epartment of Veterans airs), SR
recently indexed by nteers, are now available and searchable Ask An Archivist!

Plats and Sumeys

online at the Digital A rds includes full name, serial number,

race, place inducted, Power quﬁDmey Records ained, engagements fought in, wounds More Collections..,
received, dates servd Professional License Records egree of disability (if any), MORE=:

Uniform Commercial Code Recordings
King County Marriage Records Series is now available online COLLECTIONS COMING SOON

Professional License Record Series User Manual Page 57



Professional License Record Series

User Manual

Record Series available for searching by “Keyword:”

Waﬁungton State

Digital Archives

Digital Archives Home

SEARCH THE DIGITAL ARCHIVES

PEOPLE SEARCH KEYWORD SEARCH DETAILED SEARCH

Record Series: | Al Racord Series J »Search Help

#Detailed Search

| i
Keywords:
¥ Audio Records

E-Fublication Records
Corporation Records

Frontier Justice

Land Records

Total Records AMinute/Resalution/Ordinance Records
Total Records gMinute Records

Ordinance Records

Photographs

Plats and Sumeys

Resolution Records

World War | Veterans® Records now available online

NEWS ||

FEATURED LINKS

Browsable Collection:

‘The & M Kendrick Collection
Photographic Collection'

Browsable Collection:
'House of Representatives Committee
Meeting Recordings Audio Recordings'

Browsable Collection:
‘Spokane City Planning Department
EXP0O'74 Photographic Collection'

Top 10 Treasures

Archived Website:
Governor Lowry

Archived Website:
Governor Locke

m} Have a research ouestinon?

Professional License Record Series User Manual

Page 58



Professional License Record Series

User Manual

Record Series available for searching by “Details:”

“"Was%;ngton State

Digital Archlves

Detailed Search

search Options

Record Series: | Soloct Record Series o Have a research question?
Ask An Archivist!

County:
Agrearments and Contracts

Title: [Audio Recordings

Bitth Records

Census Records

Corporations Records

Death Records

E-Publication Records

Frontier Justice

Institution Records

Land Records

Warriage Records

Military Recards
Winute/Resolution/Ordinance Records
Minute Records

Misc Auditor Records

Wisc Family History

Maturalization Records

Search Results

Site Links |Oaths of Office Records eRecords Management About Us

Home Ordinance Records Intro to eRecords Management Background

Mews, Submitting Records far Archiving CantactLls

Simpla Sea F'hotc:graphs About Iraging Change Lag

Detsiled Sof Plats and Surveys Glozzary of Digital Archiving Eacilities

Search Held Paywar of Atturney Fecords Eecords Management Library of Congress Partnership
Relared Links Fartners

Professional License Records
Resolution Records
Unifarm Commercial Code Recordings

Washington State Drigital Archives ‘ﬂ
Lo R e RS R R WA aanma 5

Legal &spects of Electronic Records
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Appendix B
Summary of Searches by Type

People Search (available record series)

e Agreements and Contracts

e Birth Records

e Census Records

e Death Records

e E-Publication Records

e Frontier Justice

e |[nstitution Records

e Land Records

e Marriage Records

e Military Records

e Misc Auditor Records

o Misc Family History

o Naturalization Records

e QOaths of Office Records

o Plats and Surveys

e Power of Attorney Records

e Professional License Records
¢ Uniform Commercial Code Recordings

Keyword Search (available record series)

e Audio Records

e Corporation Records
e E-Publication Records
e Frontier Justice

e Land Records

e Minute Records

¢ Minute/Resolution/Ordinance Records
¢ Ordinance Records

e Photographs

¢ Plats and Surveys

e Resolution Records

Detail Search (available record series)
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e Agreements and Contracts

¢ Audio Records

e Birth Records

e Census Records

e Corporation Records

e Death Records

e E-Publication Records

e Frontier Justice

e |[nstitution Records

e Land Records

e Marriage Records

e Military Records

e Minute Records

¢ Minute/Resolution/Ordinance Records
e Misc Auditor Records

e Misc Family History

e Naturalization Records

e Oaths of Office Records

e Ordinance Records

e Photographs

e Plats and Surveys

e Power of Attorney Records

e Professional License Records
¢ Resolution Records

¢ Uniform Commercial Code Recordings
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Summary of Searches by Record Series
Agreements and Contracts

e People Search
o Detail Search

Audio Records

o Keyword Search
e Detail Search

Birth Records

e People Search
e Detail Search

Census Records

e People Search
e Detail Search

Corporation Records

o Keyword Search
e Detail Search

Death Records

e People Search
e Detail Search

E-Publication Records

e People Search
o Keyword Search
o Detail Search

Frontier Justice

e People Search
o Keyword Search
o Detail Search

Institution Records

o People Search
o Detail Search
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Land Records

e People Search
o Keyword Search
o Detail Search

Marriage Records

e People Search
o Detail Search

Military Records

e People Search
o Detail Search

Minute Records

o Keyword Search
o Detail Search

Minute/Resolution/Ordinance Records

o Keyword Search
o Detail Search

Misc Auditor Records

e People Search
o Detail Search

Misc Family History

e People Search
o Detail Search

Naturalization Records

e People Search
o Detail Search

Oaths of Office Records

e People Search
o Detail Search

Ordinance Records

o Keyword Search
e Detail Search

Photographs
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o Keyword Search
o Detail Search

Plats and Surveys

e People Search
o Keyword Search
o Detail Search

Power of Attorney Records

e People Search
e Detail Search

Professional License Records

e People Search
e Detail Search

Resolution Records

o Keyword Search
e Detail Search

Uniform Commercial Code Recordings

e People Search
e Detail Search
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Appendix C

The DJVU Image Tool Bar

While using the DJVU browser to inspect images available through some record series, you
have at your disposal “The Tool Bar.” Each button has a specific action that can make your
life a bit easier when looking at an image. Depending on the type of image you’re looking at,
the tool bar’s buttons are arranged in a way that is intended to best fit the needs of that
particular image. Any button that has color is called “enabled” and is functional. If the
button’s picture is “grayed out” (no color), it is considered “disabled” and will not work.
Following is a brief explanation of each button.

9! LIZARDTECH

|htt|:u:,l',l'www.Iizardtech.l:l:nm,l'djvucnntrul |

o

ave Document

"

Prink

¥

|Fin|:| ket in the Djvu u:h:u:umentl

=

i

an mode

|ty |
I

Seleck bext

“The Tool Bar”

This is really more of an image than an actual button.
Clicking this image will take you to the website where you
can get the DJVU browser plug-in.

If you want to save a copy of the image you’re looking at,
click the “Save Document” button. You'll be able to save
the image anywhere on your hard drive (or network) you
want.

You can print a copy of the image without saving it by
clicking the “Print” button.

If the image can be “read” by the DJVU browser, you can
perform a text search within the image to find certain
words or phrases by clicking the “Find text in the DjVu
document.” This is an example of a “disabled” button,
which will not work.

By using the “Pan Mode” function, you can click
anywhere on the document and, by holding down the
mouse button, drag the image to view different areas. It
acts the same as scrolling, but can cause the image to
move in any direction.

Similarly to the “Find text in the DjVu document” button, if
the image has text that can be searched, you can highlight
(select) the text for a copy/paste operation. If the image
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doesn’t have this ability, the “Select text” button will be
“disabled.”

J Using the “Zoom selected area” button allows you to
Q hold down the mouse button and drag an area of the
document, creating an area that will enlarge for better
viewing.

g@ The “Ruler” button allows you to determine the distance
between two points on the image. Move the mouse cursor
to the desired point on the image, then drag the mouse to

Ruler
the next point. The distance will display on the image
between the two points.
D Clicking the “100%” button will display the image in the
window at actual size.
@ Clicking the “Fit Width” button will display the image in
the window so that the entire width is visible.
The “Fit Page” button will allow the display of the entire
image in the window.
To zoom in by increments, click the “Zoom In” button.
®
Let’s say you start out at 100%. Clicking this button will
take you to the next highest level of magnification. In this
case, 150%. Clicking it again will enlarge the image to
300%.

Rather than clicking the “Zoom In” and “Zoom Out”
buttons, you can select the level of magnification by
selecting one of the options from the “Select Zoom” drop
down list. “Fit Width” and “Fit Page” duplicate the
functionality of those buttons.

Fit'WWiclth

Fit Page
Cne to One
Stretch

Select Zoom
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o To zoom out by increments, click the “Zoom Out” button.
Let’s say you start out at 100%. Clicking this button will
- take you to the next lowest level of magnification. In this
Zoarnouk
case, 75%. Clicking it again will reduce the image to 50%
and so on.
HQ If you want to skip to the first page of a multiple page
image, click the “First Page” button. This is very handy if

you’re on say, page 32 of a 78 page image, and want to go
back to page one. Rather than clicking “Previous Page” 32
times, click “First Page” once and BINGO... you’re there!
ﬁ Suppose you want to move back only a few pages.
Clicking the “Previous Page” button will take you back
one page per click.

In the case of a 78 page image, you can “jump” to any
page you wish by selecting it in the “Select Page” drop
1/3 down list. If you're on page 32, and want to go back to
page 10, you could click the “First Page” button, then “Next
3/3 Page” 10 times. Or you could select the page you want
[Select Page | from this drop down list and go directly to the page you
N

want.

Suppose you want to move forward only a few pages.
Clicking the “Next Page” button will move you forward

[t Page| one page per click.

So you’re one of those people who like looking at the end
of the book to see “whodunit.” Instead of clicking through
every page in a multiple page image, you can click the
“Last Page” button. Just as the “First Page” button takes
you to the beginning, the “Last Page” button takes you to
the end.

Depending on the type of image you’re viewing, you may
not see all fo the available buttons. If you see a “More
Buttons” button like this, click it to see a small grid with...
you guesed it... more buttons on it! The following buttons
were on the grid for the image | used in this example; but
some may be visible for you from the get-go. Click it
anyway to see what'’s there.

=5
3

More Buttons

Sometimes an image is sideways in the browser. To rotate
the image to the left 90 degrees, click the “Rotate image

left” button.

E:)
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Rotate image right

Qo

|Gn:| ko previous view
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|Du:uu|:u|e,|'5ingle page view
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|Shu:uw,l'Hiu:|e Thumbnaill

There may be another image sideways in the browser. To
rotate the image to the right 90 degrees, click the “Rotate
image right” button.

Whatever the setting were for a previous viewing of the
image, you can return to them by clicking this button. If the
magnification was 150%, and you're now at 50%, you can
return to the previous magnification by clicking “Go to
previous view.” It operates similarly to the “Back” button
in your web browser.

Whatever the setting were for a previous viewing of the
image, you can return to them by clicking this button.

Before you start scratching your head, what | mean is if
you were looking at the image at 150%, but previously

were viewing it at 50%, then clicked the “Go to previous
view” button to return to the 50% view... <deep inhale>

you can return to the previous magnification (150%) by
clicking “Go to next view.” It operates similarly to the
“Forward” button in your web browser.

In a multiple page image, you can view either one or two
pages in the browser. Clicking the “Double/Single page
view” button will allow you to toggle between the two
settings.

Clicking the “Show/Hide Thumbnail” button will either
hide or show a strip of “thumbnail” (small) images on the
left side of the browser window. Clicking on a thumbnail
image will take you to that page immediately. It works
similarly to the “Select Page” drop down list, only is a more
visual method.
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Appendix D

Got a Question?

On almost every “Search” page of the Digital Archives website, you will find this image:

Have a research question?
Ask An Archivist!

Clicking on it will bring up a page where you can enter a question or comment that will be
responded to by a Washington State Archivist. First, let us know who you are.
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Ask An Archivist

Please fill in the form below and click "Submit Request" to place a research request with the Washington State
archives. Please observe the following guidelines while placing a request:

# Please be as specific as possible in describing wour request, including dates or date ranges, locations, and/ar
names of individuals, if available,

# There is no charge to place a research request with the Archives, Additionally, there is no charge for simple
retrieval of documents. If a particular request appears to warrant research fees, archives staff will notify the
researcher before proceeding. There is no fee for individuals to conduct research in person at the archives. For
mare information, please view the Archives' fees and research palicies.

» The Archives makes every effort to respond to all requests within one business day,

e Users are required to provide an e-rmail address to enable us to respond to your reguest. Additional contact
information is requested, but not required. all address and telephone information will be used only for the purpose
of responding to your research requests. Researchers may also submit research requests by contacting the
Archives branches by telephone, in person, or by postal mail.

Fields marked with a "*" are required.

—Contact Information

Name: * I

Email Address: * l

Confirm Email Address: * I

Mailing Address: |

City: |
State: WA, v

Zip: I

Telephone: |
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Next, ask your question, then click the “Submit” button.

—Description of Request*

[

If possible, please indicate the geographic and/or subject areas relevant to your research. This will assist us in directing your
request to the appropriate branch or branches. If you are searching for "any information” on an individual or subject, please give

examples of the type(s) of information that you seelk.

Once your request is submitted, you will receive a confirmation page stating that you will be
contacted by an Archivist.

Wa%;ngton State

Dlgltal Archlves

Your request was received.

You will be contacted by an Archivist,

And that’s all there is to it!
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